No. 3 How to add single and bulk upload users tolearn

Step | Instruction | Screenshot

Add single user

1. - Go to Dashboard Dashboard
and click on Manage | smosas Montly sitisticalovenviw for Harch 2025
sites/users. -

aaaaaaaa

tr g matr mployee certificate

set refresher food safety cult mpl lculat

0

oo we
my e my course access

buy fec creits upgrade account
H “
- |C on anage Manage sites & users
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- Add First Name,
Last Name, Email
Address, Password. P

- Then select Role
and Site.

- Select which
courses you want
the New User to
complete.

- Click add user and
your user will be
added to tolearn.
Please note you can
not use the same
email twice.

- The User will
receive an email
with their login
details.

Manual Handling

General Data Protection Regulation (GDPR) Management & Supervisory Working at Height

Bulk upload users

3. - Go to Dashboard and | oestboard
click on Manage Menthy satstce averiowfor Horeh 2025
sites/users. e

21
Retresher
reauied

Issue: v1 Page 1 of 2



No. 3 How to add single and bulk upload

users

tolearn

Step | Instruction

Screenshot

4, - Click on “Bulk Upload
User”

Manage sites & users

Manage Sites Manage Single Use}
Bulk Upload

[ Choosa il | No fle chosen

add users from csv.
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5. Follow instruction on
the screen.
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Bulk Upload

Choose file] No file chosen

You can add only 74 emplogee(s)
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